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2009 DATA VERIFICATION AND AD HOC REPORTING 

 
VERIFYING STUDENT ENROLLMENTS 
 
Use Student Information Reports or Ad Hoc Filters to 
verify data entry to ensure that all students are enrolled. 
 
Enrollment Summary Report:  The Enrollment 
Summary Report counts students by School, 
Race/Ethnicity and Gender. 
 
From the NAVIGATION TOOLS, expand the Student 
Information module.  Expand Reports. 
 
Select the Enrollment Summary report.  Enter an 
Effective Date (the date you want the information 
current "as of").  Select the School(s) for which you 
want information.  Select Generate Report. 
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CREATING AD HOC REPORTS 
 
From the Index, expand Ad Hoc Reporting.  
 
Select Filter Designer.  
 
Select Create a new Filter using the Query Wizard from 
Create a New Filter and Student from Filter Data 
Type. 
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CREATING AD HOC REPORTS 
 
Select the fields based upon the Ad Hoc Report Map 
(this document can be found on the OPI AIM Webpage 
under General Information/AIM Help).   
 
To select a field, open the appropriate Section and click 
on the Field name 
 
Click Next. 
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CREATING AD HOC REPORTS 
 
Enter the Operator and Value as appropriate.  
 
Enter the report name under Query Name. 
 
Click Save. 
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USING AD HOC REPORTS (Option 1) 
 
From the Index, expand Ad Hoc Reporting.  
 
Select Data Export.  
 
Choose a filter from the Saved Query Wizard Filters. 
 
Pick an Export Format. 
 
Click Export. 
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USING AD HOC REPORTS (Option 2) 
 
Click on the Search tab.  
 
Search for a: Student.  
 
Click Advanced Search. 
 
Select a Saved Filter.  Click Search.  The results will 
appear as a student list on the left. 

OR 
Select a Saved Filter.  Choose additional Student 
Search criteria from the list (e.g., grade, gender).  Click 
Search under the Student Search criteria.  The results 
will appear as a student list on the left. 
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USING STATE EDITION 
 
Log into the State Edition of AIM using your given User 
Name and Password. 
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USING STATE EDITION 
 
From the Index, expand Ad Hoc Reporting.  
 
Select Data Export.  
 
From Saved Query Wizard Filters, expand School 
Users Filter Share or Data Verification. 
 
Choose a filter. 
 
Pick an Export Format. 
 
Click Export. 
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USING STATE EDITION (Option 2) 
 
Click on the Search tab.  
 
Search for a: Student.  
 
Click Advanced Search. 
 
Expand School Users Filter Share or Data Verification 
and select a Saved Filter.  Click Search.  The results 
will appear as a student list on the left. 

OR 
Select a Saved Filter.  Choose additional Student 
Search criteria from the list (e.g., grade, gender).  Click 
Search under the Student Search criteria.  The results 
will appear as a student list on the left. 
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